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Position Description 
Administrative Specialist, GS-0301-13 

 
 
INTRODUCTION 
 
This position is located in the Environmental Protection Agency (EPA), Office of Air and 
Radiation (OAR), Office of Transportation and Air Quality (OTAQ), Assessment and Standards 
Division (ASD), Immediate Office (IO). 
 
OTAQ has national responsibility for analyzing, controlling, and reducing emissions from all 
mobile sources of air pollution. Mobile sources include cars, trucks, buses, motorcycles, farm and 
construction equipment, lawn and garden equipment, marine engines, aircraft, and locomotives.   
 
The mission of ASD is to develop control strategies to reduce emissions from mobile sources 
through the establishment of national standards for vehicles, engines, and fuels. ASD carries its 
mission through regulation, policy, and technology development, guided by the assessment of 
environmental and economic impacts, policy development and analysis, and the demonstration of 
innovative technologies. 
 
DUTIES AND RESPONSIBILITIES 
 
The employee serves as the Administrative Specialist for the Division, providing general 
management of administrative processes and systems. The position supports policies and 
programs required to carry out ASD’s responsibilities in the development of regulatory programs 
for vehicles, engines, and fuels. 
 
To perform the job, the employee performs a variety of assignments revolving around the 
following main areas:  1) administrative management and support, 2) financial management 
(budget/contracts/grants/purchase cards), 3) human resources administration, and 4) 
communications/outreach. The employee uses knowledge of Division programs to make 
decisions on priorities and to provide direction and guidance in the management of Division 
office operations. 
 
Administrative Management and Support: 

• Serves as the primary contact for OTAQ and Agency administrative processes (e.g., time 
and attendance, travel, records management, etc.) within the Division and provides 
guidance accordingly to administrative staff in ASD:   

o Provides direction and guidance on administrative procedures and processes to 
ensure consistency across the Division and compliance with OTAQ and Agency 
requirements; keeps Division informed on new policies  

o Manages the Division Director calendar/schedule to include meetings and travel 
o Plans, develops, coordinates, and implements standard operating procedures to 

support the administrative needs of the Division 



o Serves as the records liaison officer for ASD and conducts periodic audits of 
records management functions 

o Monitors space and equipment allocation 
• Serves as the timekeeper for ASD, performing timekeeping duties as required by the 

Agency 
o Contacts employees who have not completed their PeoplePlus entries, determines 

cause of non-compliance, and takes appropriate action   
o Establishes appropriate timelines for Division staff and managers to complete 

time and attendance entries and approvals in PeoplePlus   
o Generates reports to monitor status of PeoplePlus entries and approvals and 

supports supervisors as needed to ensure that all entries are accurate   
o Works with appropriate entity (IBC or HRPAYHELP) to resolve timekeeping 

discrepancies and attendance records 
 
Financial Management (Budget/Contracts/Grants/Purchase Card): 

• Tracks and monitors budget and work assignments for consistency with Division 
priorities; generates reports, tracks spending, and reconciles expenses against projections 
using PeoplePlus, COMPASS, Concur, Division spreadsheets and databases, etc. 

• Becomes COR certified in order to develop and manage contracts/grants, and serves as 
project officer as needed 

• Monitors contracting officer representative (COR) certification requirements; notifies 
CORs of requirements and provides reminders, and submits updates to OD oversight 
team as needed  

• Oversees the use of Federal purchase cards, conducts regular reviews, resolves 
discrepancies, tracks training and certification, and provides guidance as needed 

 
Human Resources Administration: 

• Prepares paperwork and forms related to human resource administration (recruit actions, 
personnel actions, training forms, performance agreements, awards forms, etc.) as needed 

• Supports management in recruiting and hiring actions (preparation of recruitment 
packages, interview support, candidate travel arrangements, preparation of recruitment 
packages, onboarding processes for new employees) 

• Monitors employee training requirements, flexiplace agreements, etc. 
 

Communications/Outreach: 
• Assists teams within ASD in communications/outreach efforts, with a lead role in the 

planning, coordination, and administration of public hearings   
• Organizes and coordinates periodic meetings with stakeholders, which could include 

preparing agendas and required materials, and providing other assistance as needed  
 
Factor 1: Knowledge Required By The Position - Level 1-8 (1550 points) 
 

• Mastery knowledge of pertinent laws, regulations, policies, and precedents which affect 
ASD administrative operations. This includes knowledge of the following: Agency 
timekeeping rules and regulations; Agency travel rules and regulations; Agency records 
management rules and regulations; Agency financial processes; Agency processes and 
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requirements for personnel actions, training, performance agreements, and 
recruitment/hiring; and Division programs in order to support the effective planning and 
implementation of public hearings. This knowledge is used for managing and tracking all 
administrative processes and procedures in the Division.  

• Strong written and verbal communication skills. This knowledge/skill is used to 
effectively provide guidance and direction to ASD management and staff regarding 
administrative processes, to serve as Division liaison with Office/Agency personnel, and 
to prepare relevant materials and reports. 

• Strong skills in various automated systems such as FPPS, PeoplePlus, and COMPASS. 
This skill is used for processing personnel actions, managing timekeeping activities, and 
developing contracts and grants.    

• Strong project management and organizational skills. This knowledge/skill is used to 
effectively monitor and track administrative processes and actions, and provide support 
to Division meetings, such as public hearings.   

• Strong ability to thoroughly and critically analyze budget data for a large organization. 
This ability is used for identifying and resolving common budgetary problems within the 
Division. 

• Strong teamwork skills. This knowledge/skill is used to lead and/or mentor the 
administrative team and to effectively coordinate work with co-workers (management 
and staff) in the Office and the Agency. 

• Strong analytical and decision-making skills. This knowledge/skill is used to assess the 
effectiveness of Division administrative processes and materials, identify any gaps and 
weaknesses, create solutions and/or recommend improvements, and implement those 
solutions/improvements. 

 
Factor 2: Supervisory Controls - Level 2-4 (450 points) 
 
The supervisor sets the overall objectives of the work, providing general guidance on project 
plans for assigned duties. However, the employee will generally make independent decisions on 
daily matters that are based on standard operating procedures or prior practice. The supervisor 
will rely on the knowledge of the employee of administrative and budget-related processes for 
the daily operation of the Division. For routine and day-to-day administration of Division 
operations, the employee will use his/her understanding and knowledge of Division programs, 
staff, policies, and needs to carry out his/her assigned duties. The employee will also seek 
assistance from other staff in the Division, Office, and Agency to carry out assigned duties, 
including the organization of resources needed to carry out the tasks required for the effective 
operation of the Division. Significant problems or controversial issues are referred to the 
supervisor. The employee will inform the supervisor of potentially controversial findings, issues, 
or problems with widespread impact but, otherwise, will carry out the assigned tasks 
independently. 
 
Work that is controversial or impacts the Division is reviewed upon completion for technical 
adequacy, consistency with objectives, and adherence to standard practices. Otherwise, routine 
work products do not need higher level review. 



 
Factor 3: Guidelines - Level 3-4 (450 points) 
 
Guidelines consists of Federal, EPA, OTAQ, ASD policies and procedures, and instructions 
given by the supervisor. Guidelines could include unwritten policies, precedents, and practices 
which may not be completely applicable to the work or may not be specific, and which deal with 
matters relating to judgment, efficiency, and priorities rather than processes. There will be 
instances when the employee’s actions will be based wholly or in part on unwritten guidelines or 
practices that will require sound judgment. The employee also uses judgement in choosing, 
interpreting, or adapting available guidelines to specific issues, based on the general direction 
given by the supervisor. 
 
Factor 4: Complexity - Level 4-5 (325 Points) 
 
The work includes various duties involving different and unrelated processes and methods. This 
could include timekeeping, travel arrangements, budget-related issues, contracts issues, 
personnel actions, and communications with internal and external stakeholders. The employee 
works independently on tasks that typically include varied responsibilities that involve gathering 
information, identifying and analyzing options, and making decisions. The employee makes 
decisions on what needs to be done for the day-to-day administrative operations of the Division 
based on the employee’s knowledge of the duties, priorities, commitments, policies, and 
procedures, guided by Agency rules and requirements. Occasionally, the employee will identify 
opportunities for the improvement of administrative processes to ensure that the Division is 
operating efficiently and that the Division staff are in compliance with Agency rules and 
requirements. 
 
Factor 5: Scope and Effect - Level 5-4 (225 Points) 
 
The employee contributes to programs that are national and international in scope. Individual 
contributions provide administrative support necessary to carry out the mission of ASD, 
including the development of regulations to control emissions from mobile sources.   
 
The employee’s oversight of the administrative processes in ASD reflects the reliability and 
reputation of the Division, and the quality of the work of the employee ultimately impacts the 
accomplishment of the mission of the Office. The employee identifies and resolves problems and 
issues that affect the orderly and efficient flow of administrative processes and requirements 
related to assigned duties with parties inside and outside the organization. 
 
Factor 6 and 7: Personal Contacts and Purpose of Contacts – Level 3C (180 points) 
 
Contacts are with individuals or groups from inside and outside of the employing agency at 
national or international levels in highly unstructured settings. These could include phone calls 
and electronic communications involving staff, managers, contractors, members of Congress, 
representatives of foreign governments, presidents of domestic and international large firms, 
members of the news media, leaders of public action groups, and members of the public. The 
purpose and extent of each contact is different, and the role and authority of each party must be 
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identified and developed during the course of the interaction. 
 
The purpose of personal contacts ranges from factual exchanges of information to resolving 
problems affecting the efficient operation of the Division. This could include resolving 
discrepancies on time reporting, negotiating issues related to budget and/or contracts, providing 
guidance to staff and managers on required administrative procedures, dealing with vendors 
providing services to the Division, etc.  
 
Factor 8: Physical Demands - Level 8-1 (5 Points) 
 
Work is basically sedentary with minimal physical demand required. There is some carrying of 
light items such as papers and files. Occasional walking, bending, or climbing may be required. 
 
Factor 9: Work Environment - Level 9-1 (5 Points) 
 
The work is performed primarily in an office environment. At times, the employee may be 
required to visit the laboratory where normal safety precautions must be observed. The work area 
is adequately lighted, heated, and ventilated.  
 
 
 
 
Total Points = 3190 
Grade Conversion = GS-13   
Title and Series = Administrative Specialist, GS-0301 
 













Agency

Position Title

Series and Grade/Pay 

Band

Position Description 

Number

Designator's Name & 

Title

Position Designation Record
EPA 

Administrative Specialist 

GS-0301-11/12/13 

LA00352 

MICHELLE BROSSEAU, HR SPECIALIST 

Potential for Compromise or Damage

Duties Degree of Potential for Compromise or 
Damage

Protection of government funds for non-national 
security operations One or more of the following: 

• Obligates, expends, collects or 
controls funds or items with 
monetary value over $1 million, but 
under $2 million, annually, where 
the ability to ensure effective 
oversight is limited; or $2 million to 
$10 million annually

• Audits or analyzes budgets or other 
financial records, with potential for 
moderate impact on government 
programs or operations 

• Procures (or secures funding for) 
goods and/or services with monetary 
value exceeding $2 million, but less 
than $10 million, annually, the 
compromise of which could cause 
moderate impact on government 
programs or operations
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Duties Degree of Potential for Compromise or 
Damage

Protection of personal, private, controlled 
unclassified, or proprietary information-with the 
potential to damage the public’s trust (includes access 
to or processing of personal information such as that 
protected by the Privacy Act (PA) of 1974, exempt 
from disclosure under the Freedom of Information 
Act (FOIA), financial data, or privileged information 
involving the award of contracts, contractor 
proprietary information, etc.) 

Access and control over personal, 
private, proprietary, or controlled 
unclassified information, the 
unauthorized disclosure of which 
could negatively impact the public’s 
trust, through serious damage/harm 
to: 

• The integrity or efficiency of the 
service

• Individuals or business entities
• Government programs or operations 

impacting the public’s trust

Government service delivery, including customer 
service or public liaison duties Duties involve customer service 

responsibilities and/or public liaison 
that could negatively impact the 
public’s trust through moderate 
damage/harm to: 

• The integrity or efficiency of the 
service

• Individuals or business entities
• Government programs or operations 

impacting the public’s trust

Adjustment for Program Designation and Level of Supervision

Adjustments Label

Adjustment for Scope of Program and Correlation 
to Extent of Impact (see definitions)

Agency impact

Adjustment for level of supervision or other 
controls

Periodic, ongoing review - ability to act 
independently a lot of the time
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Total Points Designation

Label Points

Total Initial Position 
Designation Points from Step 2

45

Adjusted Position Designation 
Points from Step 3

35

Investigation Form 
Required

T2 and T2S SF 85P

Sensitivity Risk Level

Non-Sensitive Moderate Risk

Signature: Date:

Name: 
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Michelle Brosseau 




